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PROCESSING W-2'S & 1099-R’S

OVERVIEW
Each year entities that pay employees and withhold payroll taxes arerequired to submit ~ W-
2'sand other associated reports to federal, state, and local governments.

W-2's can be produced in MUNIS for all employees paid through the system. Each year the
MUNIS W-2 program is updated to include changes to W-2 reporting requirements mandated
by the Federal Government.

This document provides information to assist in:

1. Preparing for W-2 Processing

2. Producing W-2's

3. Submitting W-2 Federal and State Magnetic Media Files
4

. Submitting Transmitter Report 6559(Only if the school district is submitting a
tape/cartridge.)
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CHECKLIST FOR PROCESSING W-2'S
1. Preparefor W-2 processing.
[ ] ?? Order W-2 and 1099 Forms.

?? Request from the Social Security Administration and the Kentucky Revenue
Cabinet, separate PIN/Passwords if the files are going to be submitted through
eectronic filing usng the MMREF-1 format. Request the PIN/Password from
the Revenue Cabinet if filing using either adisc or dectronic filing. (See
MAGNETIC MEDIA REPORTING AND ELECTRONIC FILING for SSA.
See Specifications for Electronic Submission of Annual Wage and Tax
Information via Magnetic Media or FTP found on the Kentucky Revenue Cabinet
web site))

[ ] ?? Verify the State Code and W-2 Codes.
[ ] ?? Review Payroll Accumulator Data.

2. Preparefor W-2 processing.
[ ] ?? Createthe MUNISW-2 Table.

[ ] 2? Print two W-2 and 1099-R Registers, one for Medicare only employees and
another for all employees.

?? Update Employee Datain W-2 + 1099-R Maintenance Table.
?? Review Changes to Employee Data.
7

Prepare Printer for W-2 Printing.

HRNEN

?? Print W-2 Forms.
3. Produce W-2 Magnetic Media Files.
[ ] ?? Create Federal and State Magnetic MediaFiles,
|:| ?? Complete Form 6559 Transmitter Report if using atape/cartridge for the SSA

?? Complete Form 42A806 Transmitter Report if filing Kentucky Wage Statements
if usng adisk and not the FTP file.

[ ] ?? RuntheW-2MediaAIX Script.

Kentucky Department of Education
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PREPARING FOR W-2 PROCESSING

Ordering W-2 and 1099 Forms
The following forms are supported by the MUNIS application for reporting wages:

Form Description

W-2 1 Wide Continuous, Carbonless
W-2 Twin Set salf-mailer, Carbonless
W-2 Twin Set Carbonless

W-2 1 Wide Magnetic Media, Carbonless
W-2 2 Wide Continuous, Carbonless
W-2 2 Wide Sdf-Mailer with Carbon
W-2 2 Wide Sdf-Mailer with Carbonless
W-2 Laser Format, 4 per Page

1099-M 1 Wide Carbonless

1099-M 1 Wide with Carbon

1099-R 1 Wide Carbonless

1099-R Sdf-Mailer, with Carbon

1099-R Magnetic Media, Carbonless
1099-R Laser Format, 2 per Page

NOTE: After receiving W-2 forms, it is STRONGLY recommended that the district

perform a test print to verify that the forms match a predefined MUNIS
form. Pleaserefer to the section entitled " Printing W-2 Forms" for
assistance in testing the forms.

Kentucky Department of Education
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Verifying the State Code and W-2 Codes

Thedistrict State Code must be entered in the State Code Table before printing W-2's.
Deduction/Benefits and Pay Types must be assigned to the appropriate W-2 Box, as
designated by the Federal Government. Refer to the document entitled Setting Up W-2's &
1099-R’s (PR-ADM-8) in the Payroll/Personnel Auxiliary Programs section for instructions
on verifying these codes.

NOTE: All questions concerning the appropriateness of W-2 codes should be
directed to the appropriate federal, state, or local contact.

Reviewing Payroll Accumulator Data

Employee payroll accumulators should be reviewed and adjusted before starting W-2
processing. Refer to the document entitled Reviewing Employee Accumulators Review (PR-
PER-2) in the Periodic Payroll/Personnel Processing section for instructions on
reviewing/adjusting employee accumul ators.

Another form of reviewing accumulator data is through the use of the Kentucky Ear nings
Report. The Kentucky Earnings Report would be best used to research discrepancies for
individual employees found during the Accumulator Data review process mentioned above.
Refer to the document entitled Kentucky Earnings Report (PR-STW-6) for more information
on running the Kentucky Earnings Report.

PRODUCING W-2's

Creating W-2's
Run the “Create W-2 + 1099-R Tables’ process. This process:

?? Places employee W-2 information into a file that may be maintained separate from the
MUNIS payroll process.

?? Combines employee records from the MUNIS Payroll System with multiple Employee
Numbers into a single W-2 record by Social Security Number.

?? Combines amounts for employees having either FICA Deductions (1000 and 1001) and/or
Medicare Deductions (1100 and 1101) into the appropriate FICA and Medicare fieds for
W-2 processing.

NOTE: The" Create W-2" process may be rerun if necessary. However, recreating
W-2'swill remove all previoudy created records, including any records that
have been modified.

Kentucky Department of Education
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ToCreate W-2'sin MUNI S, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
A) Create W-2 + 1099-R Tables
Thefollowing screen is displayed:

Session  Edit Commands  Settings  Help

CREATE W2 AND 1099-R TABLES

Action: Define Create Exit
Define a range for selection of data.

W2 / 1099-R year [ XXXX] FICA gross limt [ 80400.00]
Ear ni ngs type code for Dependent Care [ O] Limt | 0]
Conbi ne enpl oyee nunbers by SSN? [Y]

Box 14 description for earning/deduction special W2 codes
Code W Description |
Code X Description | ]

El ecti on Wrkers [ ] to [ ]

W2 records created
1099-R records created

1. Seect Define and set the appropriate parameters on the definition screen.

NOTE: Use the defaults for the Election Workersfields.
NOTE: Accurate information on this screen iscritical for creating W-2's.

2. Select Create to complete this processing.

Updating Employee W-2 Records

If necessary, run the “W-2 + 1099-R M aintenance” process to view and update individual
employees. Changes made through this process affect ONLY the W-2 or 1099-R filesand
will not update the Employee Master File or the Payroll Accumulator File.

NOTE 1: It isrecommended that changes to Accumulators be made to the Payroll
Accumulator File. After making changesto the Accumulator File, update
the W-2 File by running the " Create W-2" program. Recreating the W-2
filewill remove any modifications made using " W-2 + 1099-R
Maintenance" .

Kentucky Department of Education
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NOTE 2. Employees with one or two Local Taxes (i.e., City and County) will have
multiple “ W-2 + 1099-R Maintenance” records. These will be combined
into a single W-2 form. Employees with more than two Local Taxes will
have multiple “ W-2 + 1099-R Maintenance” records and multiple W-2
forms.

To Update Employee W-2 Recor ds, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
B) W-2 + 1099-R Maintenance
Thefollowing screen is displayed:

Session  Edit Commands  Settings  Help

W2 / 1099-R Mai nt enance

Acti on: Define Exit
Ent er processing paraneters.

W2 / 1099-R year [ ]

Sel ect type [ ]
1) W2
2) 1099-R

1) Select Define from the Ring Menu.

2) Change default values as necessary and press ESC.

The following screen is displayed:

Kentucky Department of Education
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¥l w-2/1099-R MAINTENANCE i =10l
% Q%A@ 2 |
i .
Exit
_ 2001 y-2
| nc‘tiun| il Nextl Preul Bruwse| Updatel 2scr| Exit|
Emp # | [ Last | First |
SSN | )
nddress | Loc |
| Work Loc j—
| |_ | Retirement |
Gross Tax

FIT [ i
FICA | |
Medicare | | '
1 IR | |
LIT | | i

Soc Sec Tips

EIC | Dep Care

Hongqual Plan |

ﬂ”J o E |J Inbox...l %Home...l @prpﬁv...l E]Windn...l ﬁkdesu...l Hyzy... |5<f|-ﬁ!m@.§]@ 1:37 PM

3. Sdect Find from the Ring Menu. Enter the criteriato select employees and press ESC.

4. Seect Update to make adjustments to an employee'srecord. Select 2scr to see the

remainder of the record.

See below for the 2™ Screen.

Kentucky Department of Education
MUNIS Payr oll/Per sonnel User Guide




PROCESSING W-2'S & 1099-R’'S
January (Version 4.0)

JlaTEY
x |Q| % |'g/ x|ﬂ|é |
Exit
actionlnerine Exitl 2861 W-2
| Action | Fifiid Next| Prev| Browse| Update | 1scr | Exit|
|l1uery the current database table.
Emp # | I_ Last | First |
35H |
Box 12 C Life | M Uncl FICA |
D 4@1k ! H Uncl HEDC !
E L83b | P Excl Hove |
F LBBKG I 0 Hilitary |
€ 457h | R Hedical I
H Se1c18d | s simple Pens |
J Sick | T Adoption !
L Bus Exp |
Box 14-W | |
Box 14-% | |
Box 14-Y  Other Retire I
Box 14-Z Fringe Benefit |

ﬂ”J m ﬁ > |J Inbox...l %Home...l @prpﬁv...l E]Windn...l jﬂkdesu...HEW—zf... |5<f|-ﬁ!m@.§]@ 1:41 PM

Reviewing Changes To Employee W-2 Records

All changes made to W-2 records from the W-2 + 1099-R Maintenance process are recorded
in the MUNIS Employee Audit File. Changes to employee W-2 records can be verified
before printing the W-2 forms.

To Review Changes to Employee W-2 Recor ds, Select:
B) PAYROLL & PERSONNEL
B) Employee Maintenance & Reports
G) Employee Detail History

1. Select Find from the Ring Menu.

2. Enter the necessary criteria to display selected employee records and press ESC, or press
ESC without entering any information to locate all employees.

Kentucky Department of Education
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3. Select Detail.
4. Enter 4 (Employee Change Audit) in the Option fidd.

A summary line of information about every change made to the employee record,
including changes made to W-2 record(s), isdisplayed. Audits with afile"premplw2"
refer to changes made to the Employee W-2 Table.

5. Toview complete detail of a specific change, select the Summary Line number.

Printing W-2 + 1099-R Registers

The W-2 + 1099-R Register isalisting of the information generated by the “Create W-2 +
1099-R Tables’ process. Thisreport isa preview of information that will be printed on the
W-2 Forms. Usethisreport to reconcile to 941's, Payroll Warrants, or other MUNIS reports.
Once the W-2s are reconciled, three copies of the W-2 registers will be needed for record
keeping and filling out the Transmitter Report (Form 6559) if filing using tapes/cartridges.

Copy #1 will consist of employee totals and grand totals at the end of the report. This copy
will be kept for district records.

Copy #2 will consist of Grand Totals on employees that pay Medicare only also called MQGE
employees. This copy will be used in completing the Transmitter Report (Form 6559).

Copy #3 will consist of Grand Totals on al employees. This copy will also be used to
complete the Transmitter Report if using tapes/cartridges (Form 6559 and Form 42A806).

Kentucky Department of Education
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ToPrint a W-2+1099 Register, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
C) W-2 + 1099-R Register

The following screen is displayed:

W-2/1099-R REGISTER REPORT

1. Sdect Define from the Ring Menu.

1. Enter thefollowing report options:

Kentucky Department of Education
MUNI S Payrdll/Personnel User Guide



PROCESSING W-2'S & 1099-R’'S
January (Version 4.0)

In the Report Option Field Enter
W-2/1099-R Y ear Reporting year
Report Type 1(W-2)
Subtotal M ethod Select To print subtotals by
N None
P Primary Location
w Work Location
TotalsOnly Copy #1 —sdect N

Copy #2 —sdect Y
Copy #3 —sdect Y

Yeswill produce areport that showstotals
only on Wages and Withholdings with no
employee information.

No will produce a report that shows
employee totals and grand totals on Wages
and Withholdings.

Medicare Only Copy #1 —sdect N
Copy #2 —sdect Y
Copy #3 —sdect N

Y (to process MQGE employees only)

3. The W-2 Register listing can be narrowed based on ranges of:
?? Location (primary)
?? Work Location
?? Employee Number

NOTE: When printing the W-2 Register for all employeesin the district, ensure that
the Employee Number Range entered in the Selection Criteriais 0 to
999999.

?? Stateor Local Income Tax Codes.

4. Press ESC to select employees based on the above definition.

Kentucky Department of Education
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5. Write down the number of employees found that displays at the bottom of the screen.
This number can be entered on thefirst line“Number of FormsW-2" of Transmitter
Report —Form 6559 if using tape/cartridge for media submission. Mark the number
as the number of Medicare only employees or the total number of employees.

6. Seect Output and Display, Spool or Print the report.

A sample (Summary and Subtotals by Primary Location) of the W-2 Register is attached
as Appendix A.

7. Repeat steps 1-6 for all three copies of the W-2 registers, changing the appropriate fieds
as necessary.

A sample (Summary and Subtotals by Primary Location) of the W-2 Register is attached as
Appendix A.

Preparing the Printer for W-2 Printing

All Printers

Load your printer as you would for wide carriage green and white computer paper except for
the following changes: Pay particular attention to the alignment of the tractor feed pinsto the
holes on the forms. Ensure that the pins are dead center in the holes. The best way to achieve
thisisto release the right side tractor and load the form. Once the form isinserted and the
tractor flaps closed, snug the form by putting SLIGHT tension on the right tractor and
locking it into place. Do not pull too hard!! You only want to get the slack out of the form.
If you over-tighten the form, the printer will jam.

Genicom Model 48X X :

Located on the inside left hand side of the printer isthe Print Gap Adjustment Wheel and
Paper Thickness Adjustment Lever. If you are unfamiliar with these features, refer to the
printer user manual. Place the Print Gap Adjustment Wheel between 4 and 6 (on the white
scale). Place the Paper Thickness Adjustment L ever approximately midpoint. This should
give you good results with 4 - 6 part forms.

Datapr oducts M odel 8524:

Located on the right side of the printer isthe Paper Thickness Adjustment Lever. Set this
lever to 5.

The Default TOF (Top of Form) setting should be set at 14/60".
To adjust the setting:
1. Turn printer off.
2. Hold down setup key and turn back on.
3. Continue to hold down the setup key until the LCD lists EXTENDED SETUP.

Kentucky Department of Education
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4. Gotooption #7 TOF ADJUST

a) Arrow through until you reach 14/60"

b) Pressenter to place asterisk beside 14/60"

c) Pressexit/setup key

d) LCD will ask you to reset

€) Pressreset (red) button
After W-2 processing is completed, adjust the printer setting back to 24/60".
OTC Eurdline:

Located on the insde right hand side of the printer isthe Platen Adjustment Lever. Set this
lever to between 55 and 60.

M annesmann Tally:

The Mannesman Tally has a automatic printhead adjustment feature which is enabled by
default. Just load your forms according to the above instructions. No further adjustments are
required.

Printing W-2 Forms

The W-2 Forms Print program is used to print W-2's. A test print of the W-2 Form should
be produced to verify that forms purchased by the district match a predefined MUNIS form.

NOTE: Before printing W-2s, verify that the correct State |D Code appearsin the
State Code Table. Thiscode will be printed on every W-2 and MUST be
correct! Refer to the document entitled Setting Up W-2's & 1099’ Rs for
assistance in verifying this code.

ToPrint W-2'sor ToPerform aTest Print, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
F) W-2 Forms Print
Thefollowing screen is displayed:
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Sl pRINT W-2 FORMS 1Ol =l
3] [ x| @] | B)]_2 |
o] = | > |65 ] %)% B &

OK
options [Define Slign| Output] ¥-Export| Exit| —
|Empluyer Hame 7 pl

ance

¥-2 vear (2081

Entity Code !

Employer EIN i6161616{g

Employer Hame !UFFIEIHL SCHOOL BOARD

[OF EDUCATION

Employer Address !836 KENTUCKY STREET

[PAYCHECK Ky |45678
Sort Order 1 LOCATION/EMPLOYEE NAME
W-2 Form Mumber (5205 LASER 4-UP BOX
State Option 1 Control Humber |U
Selection Criteria: Location r to Eézzz
Work Loc [ to &zzz
Enployee | 8 to | 2322
Hame | to (222222

ﬂ”J o E |J Inbox...l %Home...l @prpﬁv...l E]Windn...l jﬂkdesu...“EPRIN... |5<f|‘$!m@.§]@ 2:05 PM

1. Select Define from the Ring Menu and enter the appropriate details for printing.

i. Sedect the W-2 Form Number that corresponds to the form purchased by the
district. PressF9 or <CTRL><W> to view alisting of appropriate forms.

ii. Enter 1 (State D #1) in the State Option fied.

iii. Ranges of employees can be printed using the following criteria:

?? Location (Primary)
?? Work Location

?? Employee Number
?? Name

NOTE: When printing W-2 Forms for ALL employeesin the district, ensure that
the Employee Number Range entered in the Selection Criteriais 0 to

999999.
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2. PressESC.

NOTE: When performing atest print of the W-2 form, the message " No W-2's
Selected to Print" may be ignored.

3. Select Align. This prints a sample alignment pattern on the W-2 form and is used to
verify both the form and alignment of the form in the printer. Do not omit this step.

4. Sdlect Output and Print theforms. (This step is not necessary when performing a test
print of the W-2 forms.)

NOTE: Multiple W-2 forms will be printed for an employee in the MUNI 'S Payroll
System having multiple employee numbers that have not been combined
into a single W-2 record during the " Create W-2" process.

PRODUCING W-2 MAGNETIC MEDIA FILES

Creating Federal And State Magnetic Media Files

The Federal Government requiresthat all entitiesissuing W-2's in excess of a defined
threshold (250 or more forms) submit W-2 information on Magnetic Media. The Social
Security Administration Office of Systems Requirements issued to all employers, a copy of
Magnetic Media Reporting and Electronic Filing for Tax Year 2001 (MMREF-1) in May
2001. Thisdocument provides specific ingtructions for filing the magnetic mediafiles. Pages
81 through 93 document the methods for filing using the Online Wage Reporting Service or
Diskette Filing.

To Create a Magnetic Media Filein MUNIS, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
H) Create Magnetic Media

Thefollowing screen is displayed:
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™l w-2/1099-R MAGNETIC MEDIA I 1Ol =l
58]« ¥ || Mill]_2.
OK
Amiunlueﬁne 0utpul|N=Emplnyer-lm‘0ICumactiEx'rli —
elp
|L‘nmputer's Manufacturer 7 I
ance|

Reporting Year !r2ﬂl]1_

Format Code FDUM  FEDERAL W2 HMREF
Dutput File \U2REPORT
JFns/munis2@881imr/spooldir /W2REFORT

Internal Label | Density | Char Set

Computer Manufacturer iIBM

CR/LF at End of Record N

FIT Withheld By Third-Party |  8.88

Section 457 Def-Comp Plan v

Combined Federal/State 1899 [N

Replacement 1899 Code i@ Resub TLCN |

Selection Criteria: Location I_ﬂﬁﬂ_ to 'ﬁ
Work Loc [_ to i-izzz
State HY  to HY

Blocking |ﬂ_l]

tart || i) & B || Db, | Bro... | Eiprp... | Bwn...| alhce.. |[Ew-...

|5<f|ﬁ EREENM  2ozm

1. Select Define from the Ring Menu and enter the appropriate details for reporting.

2. Thefalowing areimportant fields. The description and valid entry for each are given in

the table bel ow.

NOTE: The Magnetic Media format for the Federal Government is different from
that of the State of Kentucky. Instructionsto produce these different

Magnetic Media formats are given below.
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To produce W-2 Magnetic Media for the Feder al Gover nment:

Field Name Description Valid Entry
Format Code Defines the format of the | Enter FBWM for Federal W-
Federal Magnetic Media | 2k.
file Thiswill produce aformat
acceptable to the Federal
Government.
Output File Magnetic mediafileto Enter the file name:

be created.

W2REPORT

Computer M anufacturer

Optional (e.g., IBM, HP).

CR/LF at end of record? | Inserts carriage return/ Enter Y or N.
linefeed at end of
record.

Section 457 def-com If thedistrict hasanon- | Enter Y or N.

plan?

qualified deferred comp
plan, identify whether or
not it is a section 457.

Combined Feder al/State
1099

Usethe default of ‘N’.

Replacement 1099 Code

Use the default.

Selection Criteria:

L ocation Range of Location Toinclude al locations, leave
Codes (Primary thefirg field blank and enter
locations). Z’sin the second field.

Work Loc Range of Work Location | Toinclude all work locations,

Codes.

leave thefirst fidd blank and
enter Z'sin the second fidd.
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To produce W-2 Magnetic Media for the State of K entucky:

be created.

Field Name Description Valid Entry
Format Code Definestheformat of | Enter SGWM for Sate
the State of Kentucky | General W-2 FTP.
Magnetic Mediafile.
Enter SGWM for Sate
General W-2 Disk.
Enter SGWM for Sate
General W-2 Tape( 3480 or
3490 Cartridges).
Output File Magnetic mediafileto | Enter the file name:

STATREPT

Computer M anufacturer

Optionadl (e.g., IBM, HP,
etc.).

CR/LF at end of record?

Inserts carriage return/
linefeed at end of
record.

Enter Y or N.

Combined Federal/State
1099

Usethe default of ‘N’.

Replacement 1099 Code

Use the default.

Selection Criteria:

L ocation Range of Location Toinclude al locations, leave
Codes (Primary thefirgt field blank and enter
locations). Z’sin the second field.

Work Loc Range of Work To include all work locations,
Location Codes. leave thefirgt fidd blank and

enter Z'sin the second field.

State Used to create KY thruKY
Magnetic Mediafor a
particular state.

3. Press ESC to define the report.

4. Sdlect X=Employer-Info from the Ring Menu.
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Thefollowing screen is displayed:

-lolx
®| | =] | & O # x| 8] & A & =]
Exit

action| Define| Outnut I =Fmuinuerinta Contactl Exit]

Action| Définig| 1scr

|DeFine the magnetic media parameters.

Entity Code |

Employer EIHN 56?3?55353
Employer Name PLEASANT COUNTY BOARD OF EDUCATION
Employer Address 1303 PLERSANT LANE
PLEASANTUILLE ~ [Ky (41238
State Option H State Control # |
Establishment [___
1899-R Name Control | 1899-R Transmitter Control |

Transmitter/Submitter Information:

EIN 6161234586

PIN 1123456789

Name PLEASANT COUNTY BOARD OF EDUCATION

Address (303 PLEASANT LANE
PLEASANTUILLE k¥ [s1238

ﬂl“ & » |J Elca..| Bro..| ®pr... | sarF.. | &, | Ewi.. | Sj-ikd...”E]w-... B ETPERME e

5. Select Define from the Ring Menu.

6. Enter thefollowing fieds:

Field Name Description Valid Entry

Employer EIN Required.

Employer NAME Required.

Employer Address Required.

State Option Required. Enter 1 for State ID #1.
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Employer

Field Name Description Valid Entry

Establishment Establishment number or | Optional.
other identifier.

Transmitter EIN Employer Identification Required.
Number

PIN Federal Employee Required.
Personal Identification
Number

Name and Address Name and Address of the | Required.

7. Press ESC to save the employer information, then select 1scr to return to the first screen.

8. Select Contact from the Ring Menu.

Thefollowing screen is displayed:

-lolx
®| | =] | & O # x| 8] & A & =]
Exit

action| Define| Outoutl %=EmpioverinfolGantart Exitl

Acﬁunl Defing 1scr

|DeFine the magnetic media parameters.

Contact Information:
Hame ?PLEI’ISI’INT CONTACT
Phone [5825551212

Email |pcontact@kde.state.ky.us

Fax (8775551212

Hotification @ Email/Internet

i~ Fax

 Postal Service

rart | 21 @&

| Blca..| Bro..| ®pr... | saF.. | B, | Ewi.. | _._;j-ikd...”E]w-... B ETPERME  1aeem
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9. Sdect Define from the menu.

10. Enter thefollowing fieds.

Field Name Description Valid Entry

Name Person to contact if there | Required.
are problems with the
Magnetic Media.

Phone Phone number wherethe | Required. Enter 1 for State ID #1.
contact can be reached.

Email Email address for the Required.
contact.

Fax Fax number for the Required.
school district

Notification Preferred Method of Required.
Notification

3. Press ESC to save the contact information, then sdect 1scr to return to the first screen.

4. Select Output to Spool thefile.

NOTE: MMREF-1 on page 84 and 92, states Form 6559 is no
longer to be sent if using the Online Wage Reporting
Service (OWRS) or Diskette Filing. Form 6559 is filed
only if atape/cartridge is used for the media filing. See
page 94 of MMREF-1 for instructions if using
tapes/cartridges.

Completing Form 6559 Transmitter Report

The Transmitter Report and Summary of the W-2 Magnetic M edia - Form 6559, is
submitted with the W-2 Magnetic Media file on the tapes/cartridges. Multiple magnetic media
files/diskettes should be labeled appropriately as Vol 1 of 2, Vol 2 of 2.
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Information necessary to complete Section 11 of Form 6559 is provided on the W-2 Register
Reports. Refer to the section entitled Printing W-2 + 1099-R Registers for assistancein
printing the reports.

The Employer Summary section (Box 11 on the form) must separate regular (FICA &
Medicare or No FICA & No Medicare) employees from Medicare Qualified Government
Employment (MQGE or Medicare only) employees. In order to obtain such information, two
W-2 + 1099-R Registers were printed, one for Medicare only employees and another for all
employees. The information from the Medicare only register is entered in one Box 11, and
marked with a check in the M QGE box. All other employees aretallied in the other Box 11.
To obtain the Medicare splits, subtract the report totals from the Medicare only register from
the report totals on the register run for all employees. The balance is the information for the
regular employees. The example below illustrates this process:

Example of Totals Only W-2 Registers
W-2 Register for all employees:

EMPLOYEE LOCATI ON CODE GRCSS TAX CODE AMOUNT
*** GRAND TOTALS *** FI'T 8,432, 764. 99 936, 664. 01 401k 25, 168. 28
FI CA 1,988, 278. 51 123, 272. 65 403b 96, 769. 00

Medi car e 4, 606, 231. 33 66, 792. 39 457 50, 867. 25

SI T-KY 8,432, 764. 99 399, 034. 69

W-2 Register for Medicare Only employees.

EMPLOYEE  LOCATI ON CODE GRGSS TAX CODE AMOUNT
** GRAND TOTALS *** FIT 2,623,988. 10 298, 070. 40 401k 7,409. 00
Medi care 2,567, 817.90 37, 233. 55 403b 43, 167. 50
SI T-KY 2,623,988. 10 131, 552. 12 457 4,790. 00

Example of a Transmitter Report and Summary of M agnetic M edia For m 6559

Use the W-2 register above tofill in Box 11 of Form 6559. The numbers on the NON-MQGE
side of box 11 were calculated by subtracting the MQGE W-2 register from the Total (All
Employees) W-2 register.
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MQGE Side of Box 11 NON-MQGE side of Box 11

Number of W-2 115 Number of W-2 466
Social security wages .00 | Social security wages 1,988,278.51
Social security tips .00 | Social security tips .00
Wages, tips, other compensation 2,623,988.10 | Wages, tips, other compensation 5,808,776.89
Federal Income tax withheld 298,070.40 | Federal Income tax withheld 638,593.61
Social tax withheld .00 | Social security tax withheld 123,272.65
Medicare wages and tips 2,567,817.90 | Medicare wages and tips 2,038,413.43
Medicare tax withheld 37,233.55 | Medicaretax withheld 29,558.84
Income tax withheld by 3 party Income tax withheld by 3 party

Section 11 of Form 6559

Toenter thefollowing information in

Refer to W-2 Register Report Totals

Social security wages FICA GROSS
Wages, tips, other compensation FIT GROSS
Federal income tax withheld FIT TAX

Social security tax withheld FICA TAX
Medicare wages and tips Medicare GROSS
Medicare tax withheld Medicare TAX

In the Number of Forms W-2 fidd, enter the "Number of Records' displayed on the screen
when the W-2 Registers were created.
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Using The W-2 media AIX Script

Usethe ‘w2media’ AlX script to copy the W-2 Magnetic Media files to diskette. Copy each
fileto 2 diskettes - one to submit to the appropriate agency and the other to store as a district
archive.

To Run This Script:
1. Loginas“root”.

2. Atthe# sgn, type
w2media
Thefollowing screen is displayed:

W File to Diskette UWility

This utility will copy the W2 nmagnetic nedia file

to a DOS formatted diskette. The file name nust begin
with W2 or STAT in order for this utility to locate it.
Pl ease insert a 3 1/2 HD DOS formatted fl oppy di skette
into the drive on the RS6000 server (NOT your PC)...

(1) Copy W file to diskette
(2) List contents of diskette

(E) Exit W Uility

Pl ease Make A Sel ecti on:

3. Select 1. Thiswill display the W-2 Magnetic Media files available.
Key in the appropriate file name and pressENTER.
Thefile will be copied to a DOS formatted diskette.

4. Sdlect 2 to verify the contents of the diskette.

NOTE: Each diskette should contain only the file being submitted to the
government agency. Read page 88 — 93 of MMREF-L1 for instructions on
Diskette Filing.

5. Perform avirus scan on all W2 diskettes before submitting.
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PROCESSING W-2C’S

OVERVIEW

W-2cs are used to report corrections on filed W-2s to employees and to the appropriate
government agencies. W-2c's can be produced in MUNIS for all employees paid through the
system.

CHECKLIST FOR PROCESSING W-2¢'S
1. Preparefor W-2c processing.
[ ] ?? Order W-2c Forms
2. Prepare for W-2c processing.
[ ] ?? Createthe MUNISW-2c Table.
?? Print W-2c Register.

Update Employee Datain W-2c Maintenance Table.

Prepare Printer for W-2c Printing.

oo

7
?? Review Changes to Employee Data.
7
7

Print W-2c Forms.
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PREPARING FOR W-2c PROCESSING

Form W-2c is used to correct errors on Form W-2 and to provide a corrected Form W-2 to
employees. If the accumulators for the current W-2 reporting year are changed either by
manually adjusting or running a payroll after W-2s have been processed, use the W-2¢
program to auto create the W-2¢(s), which will show the corrected amounts for W-2
reporting. Use the following Forms for correcting and reporting on the corrected W-2s.

1) Form W-2c (Corrected Wage and Tax Statement) to correct errors on Form W-2. Also
use Form W-2c to provide a corrected Form W-2 to empl oyees.

2) Form W-3c (Transmittal of Corrected Wage and Tax Statements) to report on the
corrected W-2¢'s. Form W-3c isrequired to be filed with a single Form W-2c aswell as
with multiple FromswW-2c. Theinformation produced with the W-2c program will assst in
the completion of the W-3c.

PRODUCING W-2¢’'S

Creating W-2c’s
Run the “Create W-2c Tables’ process. This process.

?? Creates a set of W-2csto compare against the original set of W-2s and displays any
discrepancies. Discrepancies will occur if the accumulators have been adjusted or changed
after processing the original W-2s.

NOTE: The" Create W-2¢" process may be rerun if necessary. However, recreating
W-2¢’swill remove all previoudy created records, including any records
that have been modified.

To Create W-2c'sin MUNIS, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
J) Create W-2C Program
A) Create W-2c Tables
The following screen is displayed:
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Session  Edit Commands  Settings Help

CREATE W 2C TABLES

Action: Define GCreate Exit
Define the paraneters for W 2c creation

W 2c year [XXXX] FICA gross limt [ 72600.00]
Ear ni ngs type code for Dependent Care [ O] Limt | 0]

Conbi ne enpl oyee nunbers by SSN? [Y]

W 2c records created
W 2c records conpared

1. Seect Define and set the appropriate parameters on the definition screen.

NOTE: Accurate information on this screen iscritical for creating W-2c's.

2. Select Create to complete this processing.

Updating Employee W-2c Records

If necessary, run the “W-2c M aintenance” process to view and update individual employees.
The W-2c Maintenance program displays both previous W-2 information and current W-2c
information, but only the current W-2c information can be modified. Fiddswill show avalue
if the W-2c data is different from the original W-2 data. If thereis no differencein the data,
the fields will show zero. If there are correctionsto the origina W-2s, the “Corrected” fidd
at the top of the screen will show “Y”. Changes made through this process affect ONLY the
W-2c files and will not update the original W-2, Employee Master File or the Payroll
Accumulator File.

NOTE 1: It isrecommended that changes to Accumulators be made to the Payroll
Accumulator File. After making changes to the Accumulator File, update
the W-2c File by running the " Create W-2c Tables' program. Recreating
the W-2c file will remove any modifications made using " W-2c
Maintenance" .

NOTE 2: Employees with more than one Local Tax (i.e., City and County) will have
multiple “ W-2c Maintenance” records. These will be combined into a
single W-2c form.

Kentucky Department of Education
MUNIS Payr oll/Per sonnel User Guide




PROCESSING W-2'S & 1099-R’'S
January (Version 4.0)

To Update Employee W-2¢ Recor ds, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
J W-2C Programs
B) W-2c Maintenance
The following screen is displayed:

Session  Edit Commands  Settings  Help

W 2C Mai nt enance
Acti on: Define Exit
Ent er processing paraneters.

W 2c year [ XXXX]

1. Select Define from the Ring Menu.

2. Change default values as necessary and press ESC.
The following screen is displayed:
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Session  Edit Commands  Settings Help

W 2C Mai nt enance

1999 W 2c

Acti on: Find Next Prev Browse Update 2scr X=Box13 Exit
Query the current database table.

Enp # [ ] Last [ ] First [ 1010 ]
SSN [ | Seq [ ] Corrected [ ]
Address | Loc [

Wrk Loc [ %

— e b

[
[ 10 ] ]

Pr evi ous Correct ed D ff erence
FIT Goss
FIT Tax
FI CA Gross
FI CA Tax
Medi care G oss
Medi care Tax
SIT Goss [ ]
SIT Tax
LIT Goss [ ]
LIT Tax

[ Y S S —
— e —_——
[ Y S S E—

] [ ]
] [
] [
] [

— e e — ——
[ Y Sy ST N S Y S Y " S—
— e e — ——

—

3. Sdect Find from the Ring Menu. Enter the criteriato select employees and press ESC.

4. Sdect Update to make adjustments to an employee'srecord. Select 2scr and X=Box13
to see the remainder of the record.

Beow isthe second screen for W-2¢c Maintenance:
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Session  Edit Commands  Settings Help

W 2C NAI NTENANCE

Act i on: Find Next Prev Browse Update 1scr Exit
(uery the current database table.

Emp # [ ] Last [ ] First | 11 11 ]
SSN [ ] Seq [ ] Corrected [ ]
Pr evi ous Corrected D fference

Earned | ncone Credit [
Dependent Care [
Fri nge Benefit [
Non Qualified Pl an [

—
—
[ Y —
—r———
— e

Box 14-W [ 1 [ 1 [ ] [ ]
Box 14-X [ 1 [ 10 1 [ ]
Pr evi ous Deceased [ | Pension [ ] Def Conp [ ]
Corrected Deceased [ | Pension [ ] Def Conp [ ]

Bdow isthe X=Box 13 screen of W-2¢c Maintenance:

Session  Edit Commands  Settings  Help

W 2C NAI NTENANCE

Acti on: Find Next Prev Browse Update 1scr Exit
Query the current database table.
Enp # [ ] Last [ ] First [ 1010 ]
SSN [ ] Seq [ ] Corrected [ ]
Pr evi ous Corrected Di fference
ClLife
D 401k
E 403b
F 408k6
G 457b
H 501c18d
J Sick
L Bus Exp
M Uncl FI CA
N
P
Q
R
S
T

[a—
[—

Uncl MEDC
Excl Move
Mlitary
Medi cal

Si npl e Pens
Adopti on

[ Y S—Y — [ Y S Y S | —

—— — ————— — — — — — ——
e [ S Y Sy ST | N | Sy S—
L — — ——— [ [} e [ [ —— ——
S S S | Sy — [ S S S S | N ) Sy —
F—r—r—r—r—— e — A —_ —— — ——

L —
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Printing W-2c Register

The W-2c Register isalisting of the information generated by the “Create W-2c Tables’
process. Thisreport isa preview of information that will be printed on the W-2c Formsand is
used to assist in completing From W-3c, which reports totals for all W-2c¢ forms submitted.
This program selects only records which will be submitted and that have differences. Some
employees may show up with al zerototals. Thisis because a non-amount field (e.g., name,
address, social security number, or the pension/def comp/nonqual boxes) has changed.

ToPrint a W-2c Register, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
J W-2C Programs
C) W-2c Register
Thefollowing screen is displayed:

Session  Edit Commands  Settings  Help

W 2C REG STER REPCRT

Opt i ons: Define Qutput Exit
Define report options

W 2c Year [ XXXX]

Subt ot al Met hod [N
Totals Only (YN [N
Medi care Only [N

No Subtotal s

Locati on [ ] to [zzzz]
Work Loc [ ] to [zzzz]
Enpl oyee Nunber [ 0] to [999999]
SIT Code [ 1] to [zz]

LI T Code [ ] to [zzzzzzz]

1. Select Define from the Ring Menu.

2. Enter thefollowing report options:
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In the Report Option Field Enter
W-2c Y ear Reporting year
Subtotal M ethod Select To print subtotals by
N None
P Primary Location
w Work Location
TotalsOnly Yeswill produce a report that shows totals

only on Wages and Withholdings with no
employee information.

No will produce a report that shows
employee totals and grand totals on Wages
and Withholdings.

Medicare Only Y - to process MQGE employees only.

N - to process all employees.

3. The W-2c Register listing can be narrowed based on ranges of:
?? Location (primary)
?? Work Location
?? Employee Number

NOTE: When printing the W-2c Register for all employeesin the district, ensure
that the Employee Number Range entered in the Selection CriteriaisO to
999999.

?? Stateor Local Income Tax Codes.

4. Press ESC to sdect employees based on the above definition.
5. Select Output and Display, Spool or Print the report.

Printing W-2c Forms

The W-2c Forms Print program is used to print W-2c's. A test print of the W-2c Form
should be produced to verify that forms purchased by the district match a predefined MUNIS
form.

NOTE: Before printing W-2cs, verify that the correct State ID Code appearsin the
State Code Table. This code will be printed on every W-2c and MUST be
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correct! Refer to the document entitled Setting Up W-2's & 1099’ Rs for
assistance in verifying this code.

ToPrint W-2c'sor ToPerform a Test Print, Select:
B) PAYROLL & PERSONNEL
D) End of Period Functions
A) End of Period Processing
F) W-2 + 1099-R Processing Menu
J) W-2C Programs
D) W-2c Forms Print
Thefollowing screen is displayed:

Session  Edit Commands  Settings Help

PRI NT W 2C FORVS
Opt i ons: Define Align Qutput Exit
Define report paraneters

W 2c Year [ XXXX]

Entity Code [ 1]
Enpl oyer EIN [
Enpl oyer Nane [
[
[
[

[ —

Enpl oyer Address
101 I ]

Sort Order [2] EMPLOYEE NAME

State Option [ 1]

Selection Criteri a: Location | ] to [Z2z2Z7]
Wrk Loc | ] to [Z2z2Z7]
Enpl oyee | 0] to [999999]
Nane [ ] to [zzzzzZ]

1. Select Define from the Ring Menu and enter the appropriate details for printing.
a) Enter 1 (State ID #1) in the State Option fied.
b) Ranges of employees can be printed using the following criteria:
?? Location (Primary)
?? Work Location
?? Employee Number
?? Name
NOTE: When printing W-2c Formsfor ALL employeesin the district, ensure that

the Employee Number Range entered in the Selection Criteriais0 to
999999.

Kentucky Department of Education
MUNIS Payr oll/Per sonnel User Guide



PROCESSING W-2'S & 1099-R’'S
January (Version 4.0)

2. PressESC.

NOTE: When performing atest print of the W-2 form, the message " No W-2c's
Selected to Print" may be ignored.

3. Select Align. This prints a sample alignment pattern on the W-2c form and is used to
verify both the form and alignment of the form in the printer. Do not omit this step.

4. Sdlect Output and Print theforms. (This step is not necessary when performing a test
print of the W-2c forms.)

NOTE: Multiple W-2c formswill be printed for an employee in the MUNI S Payroll
System having multiple employee numbers that have not been combined
into a single W-2c record during the " Create W-2¢" process.
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